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Job Description
Job Title:


Exam Access Arrangement Assessor
Department:

Learner Services & Support
Reports to:

Manager (Additional Learning Needs)
Accountable to:

Director (Quality and Learner Experience)
Job Grade:

Business Support Grade 5
Job Purpose:

To be responsible for assessing learners at all campuses to determine who may require exam concessions. To collaborate with college teaching staff, parents, schools and external agencies to gather evidence to support the exam access arrangement process. 
Key Responsibilities:

1. To work collaboratively with the Additional Learning Needs Coordinator (ALNCo) to ensure compliance with the legislative requirements of the Additional Learning Needs Education Tribunal (Wales) Act;

2. Undertake diagnostic testing in compliance with Joint Council for Qualifications (JCQ) requirements to ensure appropriate examination access arrangements are awarded to students, liaising with tutors, the ALNCO and the College’s Examinations department;
3. To work with tutors to support and evidence students' normal way of working;

4. To complete and process documentation necessary to apply for exam concessions;
5. To liaise with the Exams Teams to apply for EAA and ensure that processes for requesting arrangements are followed as required by individual awarding bodies. 

6. To remain up to date with JCQ guidelines;
General Responsibilities:

7. To contribute to a culture of continuous improvement and demonstrate behaviours consistent with an open, inclusive and participative management style.

8. To participate in personal professional development activities and carry out any other duties commensurate with position, qualifications and experience.

9. Complete all necessary paperwork to a high standard meeting any deadlines set.
10. To keep up to date with all relevant specialist information and developments including legislation – and assess impacts, ensuring appropriate dissemination or implementation.

11. To comply with all College Policies & Procedures.

12. To keep abreast of changes to Policy & Procedures and to make the necessary changes to administrative systems.

13. To ensure that all aspects of the College Financial Instructions and Financial Standing Orders are followed.

14. Promote the college’s core values and incorporate them into all aspects of the role.
15. To contribute to supporting and supervising learners, including taking action to ensure acceptable behaviour at all times.

16. To ensure that safe working practices are used and appropriate Health and Safety legislation adopted.

17. To exercise responsibility for carrying out and adhering to the Health, Safety and Welfare Policy and Procedure.

18. To liaise with the Health & Safety Manager to ensure accurate recording of related information.
19. To undertake any other reasonable duties as requested by the Additional Learning Needs Manager.

Person Specification – EAA Assessor
	Criteria 


	Essential 
	Desirable
	Assessed by

	1. Qualifications 

	a) Level 2 qualification in English and Maths (GCSE or equivalent)
	symbol 252 \f "Wingdings" \s 10
	
	Application form

	b) A degree or equivalent, preferably in education
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	Application form

	c) Level 7 qualification recognised by JCQ for assessing exam arrangements
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	Application form

	d) Hold an SpLD practising certificate
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	Application form

	2. Knowledge & Experience

	a) Relevant and current experience of applying exam access requirements in line with JCQ guidelines
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	Application form and at interview

	b) Recent experience and competence in using assessment tools to determine the learner’s eligibility for exam concessions.
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	Application form and at interview

	c) Experience of working with learners with a wide range of learning disabilities and/or difficulties 
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	Application form

	d) You will have experience in the education sector, particularly in an FE setting
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	Application form

	e) Detailed knowledge of ALNET and the Equality Act and the implications to providing support to young people in college
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	Application form

	3. Skills & Attributes

	a) Excellent interpersonal skills
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	Interview

	b) Excellent organisational skills
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	Interview

	c) The ability to work both as an individual and as a team member
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	Interview

	d) Ability to prioritise and manage your time, tasks and activities, efficiently and effectively
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	Application form and at interview

	e) Good oral and written skills
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	Application form and at interview

	f) Competent using a wide range of IT including Word, Excel and Outlook as well as having knowledge of accessibility tools available
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	Application form and at interview

	g) Ability to work under pressure and meet deadlines
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	Interview

	h) Empathetic and able to engage others well
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	Interview

	i) Ability to resolve conflict effectively in difficult situations with learners, staff, parents and external parties
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	Interview

	j) Able to respect confidentiality
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	Interview

	k) Able to communicate in Welsh
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	Application form

	4. Additional Requirements

	a) A flexible approach to working hours which may include work at evenings and weekends
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	Interview

	b) Able to travel as required to fulfil the requirements of the role
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	Interview


